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This document contains validated activities and cawpetencies needed
by librarians working in a database producer organization. The following
cperational definition of campetency was developed:

A competency is a generic knowledge, ski)l or attitude of a person
that is causally related to effective behavior as demonstrated
through extemal performance criteria, where:

e IKnowledge is having information about, knowing, understanding,
being acqminted with, being armre of, having experience of, or
being familiar with something, someone, or how to do something.

e $kill is the ability to use one's knowledge effectively.

e Atitude is a mental or emotional approach to something, or
somecne.

We have identified several types of knowledge that are necessary to
perform information work satisf. ctorily as follows:

e Basic knowledge in such areas as language, cammunication,
arithmetic operations, etc.

e Subject knowledge of primary subject fields of users served
such as medicine, chemistry, law, etc.

Library and information wo.x environmente such as the
information community, its participants and their ~ial,
economic and technical interrelationships, etc.

e [Knowledge of what work is daoe such as the activities required
to provide services and produce products, etc.

e IKnowledge of the organization ar user commmity served such as
the mission, goals, and objectives of the user or the
organization, user's information needs ané requirements, etc.




There appear to be three kinds of skills necessary to perform
information work satisfactorily including:

e Basic skills such as cognitive, commmication, analytical, etc.

e Skills related to each specific activity being performed such
as negotiation of reference questions, evaluation of search
outputs, etc.

e Other skills such as managing time effectively, budgeting and
'making projections, etc.

Attitudes of librarians are found to be extremely important to work
pecformance. We have found it useful to subdivide attitudes into:

e Dispositional attitudes toward one's profession, the organiza-
tion served, one's work organization, and other people such as
users and co-workers.

e DPersopality traits/qualities such as confidence, inquisitive-
ness, sense of ethics, flexibility, etc.

e Attitudes related to job/work/organization such as willingness
to accept responsibility, willingness to leamn, desire to grow,
etc,

The activities and competencies are organized according to the
functions which librarians perform, and by professional level as displayed
in Figure 1. The campetencies are cumulative across professional level,
i.e., campetencies of mid-level professionals include entries shown at the
mid-level as well as those at the entry level, etc.

It is important to understand the distinction between functions
performed and positions or job titles. Our rationale behind the functional
approach was that we were more concerned with what information profession-
als do than with what they are called. In a single-person library,
therefore, the librarian will undoubtedly perform more than a single
function. In using and interpreting the competency data in this document,
it is important to consider the functions being performed by
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Figure 1 Organization of Activities and Competencies




professionals and the activities being performed to determine which
campetencies are appropriate. The functions identified for librarians
working in database producer organizations are:

acquisitions

thesaurus development and control
indexing/abstracting

publications and product management.

Three professional levels were defined as follows:

o entry level (up to 3 years of professional experience)
e mid level (4-9 years of professional experience)
® senior level (10 or more years of professional experience).

The activities performed are listed first and numbered sequen-
tially. The actual assignment of individual activities to subcategories of
the major activities and to the functions varies fram one worksetting to
another. The organization of activities that we developed provided us with
the "best fit" case. Indented and unnumbered activities are essentially

paraprofessional activities which, in small organizations, may be performed '
by professionals.

The activities are followed by the validated sets of knowledge,
skills and attitudes. Two versions of each of the lists are provided. The
first set have those campetencies designated by the validators as essential
in bold face print, and those designated as desirable in regular face
print. The level of emphasis is denoted by asterisks as follows:

*  Genotes each competency rated as essential or desirable by

50-70 percent of the validators of that campetency

denotes each competency rated as essential or desirable by
71-84 percent of that validators of that cumpetency




*** Genotes each competency rated as essential or desirable by
85-109 percent of the validators of that campetency.

The second set of knowledge, skills, and attitudes have competen-
cies designated by the validators us becoming more or lese important in the
future. Again, the level of emphasis is denoted by asterisks as follows:

*  denctes each competency rated by 1-20 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future
** denotes each campetency rated by 21-40 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future
k* Senotes each competency rated by 41-100 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future

e denotes campetencies rated as currently nct 2applicable which
have also been rated as becoming more important in the future.




DMABASE PRODUCER PROFESSIONAL COMPETENCIES
AOCQUISTTTONS
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Yerification and Ordering

i.

2.

3.

4.

5.

6.

Receive citations for serials/numbered s:ries, selected monographs,
reports, conference and workshop proceedings, audiovisuals, etc.
approved for inclusion in the indexing database

Develop a working knowledge of the subject scope of the indexing
database

Determine source of prcurement for each title ordered (jobher, direct,
gift, exchange, etc.)

Superv.se ordering/claiming of materials to be indexed:

verify and locate additional bibliographic data as required; refer
problems to supervisor

search records to detemmine if title is already on order

prepare/input subscription and non-subscription orders, including
the proper "ship to" addresses for mater’ ls to be indexed
off-site

prepare/generate purchase orders, if cequir.a

prepare order documentation for meiling, or jlace orders online
with the appropriate suppliers

forward order documentation to the fiscal control staff for
coordination and mailing, if required

claim outstanding orders

claim missing issues of seria’ ./numbered series

cancel orders, as required

re-issue orders tc different sources as required

order replacement copies of damaged/lost materials

process, subscription renewals

maintain a statistical record of ordering operations

Supervise ordering/requesting sample issues of serials/numbered series
for review by the designated senior indexer

Search for trade and non-trade bibliogiaphic information that
technicians are unable to locate; refer problame to higher level staff,
&s appropriate




AOQUISTITIONS ENTRY LEVEL

Receipt Processing

7.

Supervise receipt processing of materials to be indexed:

sort incaoning items, as appropriate

search appropriate file to locate the records

refer itams not found in the records to the rvisor

refer %0 the supervisor items which differ iographically from
the item ordered

update records with receipt of individual items/issues/numbers/
parts

flag serial records for gap filling, as required

record/affix locator label on each piece; may be bar code/OCR label
to allow for tracking of materials in process

input bibliographic data (standard journal title abbreviation,
volume, issue or bibliographic information for monographs,
etc.) on the indexing form/record for each item received; (this
activity may involve transfer of data from one autamated file
to another, rather than actual data input on the indexing
fomy/record)

mark materials with the organization's identification

affix security labels, if required

place new serial titles on the appropriate shiif for special file
maintenance

place serials which have title changes on the appropriate shelf for
file maintenance

place materials for indexing on the appropriate trucks

deiiver trucks co prorer locations

annotate receipt or ing slipe/invoice copies, if received, and
forward to the * . .. control unit

annotate packing _s/invoice copies for damaged/imperfect or
unwanted hardound series; forward documentation to the fiscal
control unit

p* 2pare damaged/imperfect materials, incorrectly supplied
materials, and uwanted materials for retum to swpliers, if
appr oriate

place surplus mateyials in specified area to await proper disposal

maintain record of rec-ipt proceesing statistics

Review materials for which no order records could be fiound (materials
received on approval, as unsolicited le issues from publishers, as
gifts, etc.); dispose of materials definitely outside the scope of the
indexing database; forward in-scope and questionable materials to the
designated senior indexer




ACQUISITIONS ENTRY LEVEL

File Maintenance

9. Supervise creation and maintenance of records for non-serial materials

input orders/requests, unsolicited receipts

update records based on correspondence received and actions taken

update records with receipt, return and disposal information

delete records at appropriate levels

maintain statistical records of file creation and maintenance
operations

10. Supervise creation and maintenance of serial records:

input records for new serial titles

update records with data re: cancellations, reissues, claims, and
gap filling

update recorde for newly-received t'*ies with indexing assigmment
(in-house or contract), standard title abbreviation, ISSN,
frequency, etc.

update records with data re: change in frequency, change of title,
cha~rge in publisher, cessation, change of indexing assigmment

input new records for newly changed titles

input cross reference records as required

renove records from the active file when appropriate

delete records when appropriate

maintain statistical records of file creation and maintenance
operations

Other

11. Bandle problems related to ordering and receipt processing of all types
of materials and to overall maintenance of the records; refer problems
to higher level staff, as appropriate.

12, Conduct business by phone, when appropriate

13. Write memos and letters, as required

14. Prepare manuals of procedures

15. Make recommendations to the section manager for improvement in
operations of the unit/section

16. Attend and participate in staff meetings

4




AOQUISITIONS

Other (cont'd)

17.

21.

22,

24.

25.

26.

Provide an overview of the operations of the unit/section to visitors,
as requested

Supervise technicians and other paraprofessional staff
work to develop "esprit de corps" among staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised

Assist section manager in developing performance standards for self and
for staff supervised

Assist section manager in the review and performance evaluation of
staff supervised

Assist in the seiection of new technicians and paraprofessionals

Keep =breast of developments in the information field, library
practice, or legislation that affec. acquisition and processing of
s:rials/mmbered series, monographs, conference proceedings, audio-
visuals, etc.

Attend professional meetings and prepare reports for dissemination to
staff

Develop profeasional contacts both within and outside the organization

AOQUISITIONS MID LEVEL
Yerification and Ordering
27. Develop procedures for the verification and ordering of serials/

28.

nunbered series and/or other materials salected for indexing
Supervise the maintenance of an address file of procurement sources

29, Draft form letters for vrdering serials and other materials, claiming/

cancelling orders, claiming missing issues, ordering lost/damaged
issues, etc.



AOQUISITIONS MID LEVEL

Yerification and Ordering (cont'd)

30. Work with the appropriate fiscal office to schedule purchases of
materials and renewal of subscriptions in order to operate within the

budget

31. Work with the appropriate fiscal office to deveiop procedures for the
handlirg of the final steps in ordering and invoice processing

32. Identify sources for filling gaps

Receipt Processing
33, Develop procedurez for receipt processing of all types of materials

Flle Maintenance

34. Develop procedures for maintenance of records for order/receipt control
of serial and non-serial materials

35. Make preliminary selection of forms and/or develop draft record formats
for all gection files

Fiecal Control

36. Work with the appropriate fiscal office of the parent organization to
identify requirements and develop draft procedures for purchasing
mtekr:l.i:‘l)s and services (e.g., open ended subscriptions, dealer

& -

37. viork with the appropriate fiscal office to develop procedures for
proper packing slip/invoice handling and receipt certification by
section £

38. Assist the appropriate fiscal office in resolving any problaxs related
to payment for materials

39. Remain aware of the expenditures and balances ir the materials
account (s) ; notify the section manager of situations which may require
gpecial action

40. Develop projected budget requiraments for purchasing materials for the
new fiscal year

17



Qther

Assess performance of existing equipment/systems/services used in the
section and investigate capabilities of other equipment/systems/
services

Recommend acquisition of new/additional equipment/systems/services
Train staff in operation and in-house maintenance of equipment/systems
Supervise in-house operation and maintenance of equipment/systems

Gather information for maintenance contracts on equipment/systems

46. Draft statements of work for contract proposals for 3ervices, systems,
equipment and/or maintenarce

47. Evaluate contractors' proposals

48. Train and supervise entry level staff

49. Assist in the selection of new professional staff

50. Write articles for professional journals/newsletters when appropriate

AQQUTSITIONS SENIOR LEVEL

Selection

51, Forward to the designated senior indexer any publisher/producer-
suwplied information or any other information on newly/soon-to-be
produced materials which should be considered for inclusion in the
master indexing database

Yerification and Ordering

52.

Select and maintain an up-to-date collection of aids to bibliographic
verification




AQQUISITIONS SENIOR LEVEL

Receipt Processing

53. Work with senior staff of the indexing/abstracting section to establish
procedures and resclve problems related to the timely receipt of
materials for indexing and the input of bibliographic data on indexing
forme/records by section staff

S54. Work with senior staff and quality and production control staff of the
indexing/abstracting section and data processiiig staff to develop plans
and procedres for using the acquisitions files for tracking materials
fram the time of receipt throuzh campletion of the indexing/abstacting
workflow

Bublications Support

55. Work with senior staff of the indexing and publications management
sections to develop procedures and resolve problems related to the
regular publication of 1ists of titles indexed

56. Work with section staff to produce for publication the list of
materials currently indexed; include standard journal title
abbreviations, ISSNs, references fram fommer title to current title for
recent title changes, and standard bibliographic citations for all
other materials indexed

Other
57. Function as a technic=l expert in all matters related to acquisitions

58. Interview dealers' repreuv:ntatives to learn about the particular
services they offer

59, Identify dealers who have a good performance record in supplying
irreqular serials, conference/congress proceedings, and other materials
which are difficult to acguire




AQUISITIONS SENIOR LEVEL
Other (cont'd}
60. Assist the section manager in negotiating with dealers' representatives

6l.
62.
63.
64.
65.

66.

68.

to obtair the required level of service in acguiring and/or processing
materials

Bvaluate dealers' performance and report to section manager

Draft section procedures and policies; draft revisions as required
Flowchart and document section procedures

Assist section manager in on-going systems analysis of the section

Analyze statistics for all operations in the section and prepare draft
statistical reports

Train and supervise mid level staff

Assist section manager in preparing the annual budget for section
operations

Function as section manager in his/her absence

. 20
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Bagic knowledge
t*2 mmowvledge related to literacy, numeracy, caommications, etc.

2ubject knovledge

* knowledge of the primary subject field of users served (e.g. medicine,
chemistry, law, etc.)
** knowledge of foreign languages

Library & Information Science Enowledge (Gemeric)

** kmowledge of definition, structure, and formats of information
*** knowledge of altemative approaches to the organization of information
*** nowledge of alternative approaches to retrieval of infommation
*** knowledge of altemative approaches to infcriaation management
** knowledge of av=ilable and emerging information technologies and their
applications
** knowledge of completed and ~ joing research in the field and its appli-
cability to practice
* knowledge of career opportunities

** knowledge of how to learn on an ongoing basis

** knowledge of the expanding information commumnity, its participants and
their interrelationships (social, econanic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

knowledge of the functions performed within the various work settings

and the services and products offered

** knowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

** imowledje of the acquisitions function, the range of services and
prodicts offered (both actual and potential)
** knovledge of the activities that are reguired to offer the services and

produce the products
** knowledge of the various resources that are necessary to support the
activities

mm&am&«-mmmdwm—

b of mssthods and
e o e o IS b s
* knowledge of job and woeking conditions (e.g., range

of aies, probable compmsation, banefits, etc.)
> 22




Inowledge of how to do woik

*** knowledge of how to perform the various activities {e.g., reguest se n-
ple issues of selected serials/numbered series, develop a working
knovledme of the subject scope of the index database, supervise
ordering of serials/mmbered series, selected monographs and
reports, andiovisml saterials, etc.)

** knowledge of how to uce the acguisitions tools and sources of biblio-
graphic information

*+* knowledge of how tn apply the acquisitions methods and techniques

* knowledge of personnel procedures

* knowledge of the mission, goals and cbjectives of the organization
* knowledge of the structure of the organization and the role of the
aoquisitions section within the organization
% Imonledtge of the various projects and key personnel witair the organi-
zation
*** knowledge of the policies and procedures relevant to section operations
** knowledge of the various resources available within the organization
(e.g. personnel, equipment, etc.)
* knowledge of the users' information needs and requirements

ACQUISITIONS MID LEVEL

** greater depths of knowledge specified above
**hmle@afunmdothummtheugminummd
how they relate to acguisitions
* knowledge of available vendor-supplied systems, services and products
to mpport acquisiticns
* knowledge of the comtracting process, both in general and within the
orqanization
** knowledge of evaluation methods and techniques to evaluate systems,
services and products

10 23




AMXQUISITIONS SENIOR LEVEL

tt: greater depths of knowledge specified above
knowledge of public relations techniques
** knowledge of rtatistical description, analysis, interpretation and
presentati m
** knowledge of the costs associated with resources (materials, persomnel,
space, etc.)
knowledge of cost analysis and interpretation methods
knowledge of methods of resource allocation
** nowledge of staniards, seasures and methods for evaluating persomnel
* knowledge of altemative management structures and their implications
for the operation of the section
** gtate-of-the-art knowledge of library research and practice as it
relates to the acquisition of print and non-print materials and the
support of indexing operations

24
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KNOWNLEDGE
AOQUISITIONS ENTRY LEVEL
Subject knowledge
* knovledge of the primary subject field of usecs served (e.g. medicine,

* knowledge of definition, structure, and forwats of information

* knovledge of altermative approaches to the organiszation of infommation
* knovledge of altermative approaches to retrieval of infommaticn

* knoviedge of altemative approaches to infommation management
*mwdmummmmum:

applications
* knovledge of career opportunities
* knovledge of how to leam on an ongoing basis

Enowledge about information work enviromments
*mna;:&mmmmmmmmm

W(m,w,m. etc,)
* knovledge of the users of the services and products, their character-
istics and information habits .
Enovledge of what work is done

*m&-geﬁmummuﬂmdwmmm-
* knowledge of acgquisitions methods and techniques
Enowledge of how to do work

* knovledge of personnel procedures

* knovledge of the warious peojects and key personnel within the organi-
* knowledge of the users' infommation needs and requirements

12 26
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ACQUISITIONS

MID LEVEL

* knowledge of the operations of other sections in the organization and
bow they relate to acquisitions

* knovledge of awailable vendor-mpplied systems, services and products
o acquisiticns

support
* knowvledge of the contractirg process, both in general and within the
organimation

ACQUISITIONS SENIOR LEVEL

** knovledge of statistical deecription, amalysis, interpretation and

presentation
.Mﬁ?mmmm' (materials, persomnel,
* knouledze of Cost ai...ysis and interpretation methods
eige of standards, measures methods evaluating personnel
* knovliedge of altermetive mamagement structures and their implications
for the operation of the section
* gtate-of-the-ar* kuowledge of library research and practice as it







AMQUISITIONS ENTRY LEVEL
Basic Skills
sttt ] jtera.y, mmeracy, cognitive, analytical, coomnications, etc.
Skills Related to Specific Activities

Ability to:

** perform gach activity
* egtablish rapport with colleagues
* coommicate well by written, vertal and non-verbal means
** conduct meetings with individuals and groups
** collect, analyze and interpret data
*+ make decisions and recammendations based on available infommation
supervise staff
* work independently and in groups
** develop criteria for evaluation
* make effective, timely, and well-informed decisions
* igolate and define problems and develop the necessary criteria and
action for their solution
* manage time effectively

AOQUISTITIONS MID LEVEL

Skills Related to Each Specific Activity
* Skills listed above are developed to a greater extent
Ability to:
* perceive the needs of the orgmization and not just the sectian
* anticipate long-range needs of the section

* desion systems and procedures to improve section operations
arbitrate and negotiate

ACQUISTTIONS SENIOR LEVEL

**t £xi113 1isted above are developed to a greater extent
Ability to:

:qu-ﬂ;:betw-ﬂmwm
s the use of sec:ion and orgmisational resources
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MQUISITIONS ENTRY LEVEL

Ability to:

** perform each activity
* mapage time effectively

ACQUISITIONS MID LEVE!

Skills Related to Each Specific Activity
Ability tos

* perceive the nesds of the organization and not just the section
* nesds of the section

anticipate long-range
* design systems and procedures to improve section operations

ACQUISTITIONS SENIOR LEVEL

Ability to:
* apply methods of measurement and evalmation

* budget and make projectiona
* gptimize the use of section and organizational resources

31
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Dispositional Attitudes
Attitudes Toward Institutions

* Respect for profession
* Respect for the section
* Regpect for the parent organization

Attitudes Toward Other Pectle
Toward Users

% Regpect users
* Like people in general
Like to help pecple
Like to meet people
Like to make others feel camfortable
* Sensitive to others' needs

Toward Others in the Workplace

*% Regpect co-workers
** Like to work with others/as a team
* Like to work on own
* Willingnees to draw upon and share knowledge and experience with

* Supportive of co-workers
* Enjoy managing/supervising others

Perscnal Oualities

*+% Al ertness
** Aggertiveness

Faimess
* Mexibility/Versatility
** Imagination
* Inquisitiveness
** Leadership ability
*+% Neatness
** Need for achievement

33
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MRQUISITIONS

Persaral Ommlities (~ont'd)
: Obje-tivity

Open-uindedness
*** Optimism/Positive attitude
*** Orqanization
* patience
* Physical endurance
* Resourceful

Sensitive/Thoughtful
** Sense of humor

* Sense of ethics
** Tolerance

Attitudes Related to Jaob/Mork/Organizaticn
Individual should demonstrate:

** Willingness to take/accept responsibility
* willingness to take initiacive
** Jdillingess to respond to authority, y and follow policy
** Realization that there is no single "right” way to achieve the goals of
the section/ormnization
* Desire to leam/* .y
* willingness to fail
*# yillingnees tc ask questions
** Degire to work to best of ability
*:: Responsiveness to time constraints

Accuracy
** willingness to get hands dirty
**% Mtention to detail

** yillingress to do clerical tasks
#* Desire to follow-through
** Service orientation
*** Orqanizational identity
** willingness to promote parent organization and its services
*+* View of parent organization as part of a larger infommation enviromment
* Ability to see broad picture
** Ability to sacrifice short-tem gains for long-temn goals
** political sense
*** Quriosgity
** Variety of interests
** Degire to grow personally
*#* Degsire to grow professionally
* Desire to remain current in specific and general subject field
* Positive attitude toward job

34
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ACQUISITIONS

Attitudes Toward Other People
Towvard Others in the Workplace
t willingness to draw upon and share knowledge and experience with

Personal Qualities

* Alertness
* Need for achievement

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

* Regponsiveness to time comstraints
* Wiliingness to do clerical tasks

T A S

36
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THESAURUS DEVELOPMENT & CONIROL SENIOR LEVEL

Develogment

1.

2.
3.
4.

5.
6.
7.

10.
11,

12,
13.
14.
15.
16.

17.

Determine the method (nmual or autamated) and procedures by which Lae
thesaurus data will be campiled

Determine the data elements to be included for each subject temm
Design the forms to be used for data collection

Develop a basic list of tems in the selected subject field(s) through
review of basic texts, reference works, abstracting and indexing tools,
existing thesauri in the field(s), etc.

Categorize the terms and develop taxonomies

Review the term lists for semantic and syntactic consistency

Develop written guidelines to ensure that the semantic and syntactic
consistency may be maintained as the thesaurus is updated

Develop written guidelines concerning the nature and structure of the
various types of cross references

Complete data entry forms for cross-references for hierarchically,
horizontally, and otherwise related terms

Add annotations to subject temms, as required

Supervise the production of the alphabetical listing of subject terms
and cross references and the listing of taxonamies

Review and correct term lists

Submit the term 1lists to subject experts for review, if appropriate
Supervise the ocorrection of the master temm lists

Prepare introductory material to be included in the printed thesaurus

Work with publications management staff and data processing staff (if
appropriate) to arrange for publication of the thesaurus

Perform proofreading of assigned sections of the thesaurus, as required

38
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Sootrol

18.

19,

20.

21.

22.

24.

25.

30.

Review suggestion forms received from the indexing section for changes/
additions to the approved thesaurus

Review assigned taxonamies on a regular basis to detemmine if changes/
additions to the approved listings should be recammended

Check the subject literature and the indexing databmse for use of the
suggested/questioned temms

Evaluate findings and detemmine the appropriate action to be taken:
recommend establishment of a new subject term; recomnend a change in an
existing temm; recammend replacement of an existing subject term by a
new subject term; recommend conversion of a cross reference temm to an
approved thesaurus term; recommend establishment of a new cross
reference tem; recommend restructuring of an entire area of the
taxonamy; recommend no change in the existing temm, etc.

Prepare appropriate documentation to support each recommendation

Prepare appropriate data entry forms for each recammended addition/
change to the thesaurus

Submit documentation re: changes to the thesavrus to the section
manager for review and circulation to section staff and appropriate
in-house staff

Attend and participate in meetings to discuss and act on proposed
changes to the thesaurus

Supervise input of approved changes/additions to the master thesaurus
database

Prepare introductory material to be included in each new edition of the
thesaurus

Work with publications management staff and data processing staff (if
appropriate) to develop procedures and establish schedules for the
reqular publication of new editions of the thesaurus

Work with senior staff of the indexing section and data processing
staff to avelcfn procedures for regular maintenance of the subject
headings in the indexing database which have been changed in or deleted
fram the thesaurus database

Perform proofreading of assigned sections of new editions of the
thesaurus, as required
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1.

32.

3.

4.

35.

36.

37.

38.
39.

4.
42.

44.
45.

47.
48.

Qther

Function as an expert in assigned subject areas

Establish and maintain contact with subject experts in the field who
are working in assigned subject areas and who may supply expert advice

upon request

Maintain an up-to-date collection of reference works in assigned
subject areas to support subject reference needs

Attend professional meetings in assigned subject areas and in the
information field; prepare reports for dissemination to staff

Keep abreast of developments in the information field that affect
thesaurus development

Develop contacts with other information professionals both within and
outside the parent organization

Participate in in-house cammittees which require specific subject
and/or language expertise

Perform special studies, as assigned

Forward recammendations for materials to be included regularly in the
indexing database to the designated senior indexer

Conduct business by phone, when appropriate
Write memos and letters, as required
Maintain a record of work performed

Make recommendations to the section manager for improvement in
operation of the section

Attend and participate in staff meetings

Provide as overview of the operations of the section to visitors, as
requested

Train and supervise support staff, as required
Work to develop "esprit de corps" among co-workers and staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised
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THESAURUS DEVELOPMENT & QONTROL SENIOR LEVEL

Other (ccat'd)

49.

50.

51.
52.
52,

54,
55.
5C.

58,
59.

61,

62.

Assis. section manager in developing performance standscds for self and
for staff supervised

Assess performance of oxistine oquipment/systens uw- 1 in the section
and investigate capabilities of orhar egquipment/eyst - ;

Recomn  aocquisition of new/additional egr-ipment/sv.tens
Train section staff in operation and maintenance of equipment/systems

Draft stataments of work for contract proposals for services, systems,
equipment and/or maintenance

Bvaluate contractor's proposals
Write articles for professional ;.ommals/newsletters

Draftiz gtanents of section procedures and policies; draft revisions as
xquir

Flowchart and document section procedures
Prepare manuals of procedures
Issist section manager in on-going systems analysis of the saction

Analyzt statistics for all operations in the section and prepare draft
statistical reports

Assist section manager in preparing the annual budget for section
operations

Function as se tion manager i1. his/her absence
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Basic knowledge
&% knowledge related to literacy, numeracy, comumnications, etc.

Subject knowledge

**% knovledge of the primary subject field of users served (e.g., medicine,
chenistry, law, etc.)

**% knovledge in greater depth in specific subjects, (e.g., neurcanatomy,
neurvphysiology, neurosurgery, etc.)

Information Science Enoyledge (Generic)

** knovledge of definition, structure, and formats of information

* knowledge of altermative approaches to the organization of information
** knovledge of altemative approaches to retrieval of infoomation

* knowledge of alternative approaches to information management

* mow:;ggoﬁa ofimﬂahle and emerging informaticn technologies and their

tions
** knovledge of campleted and ongoing researck in the field and its
to

*knuldgedhw.tolnmmmmgoingm

* knowledge of the expanding information community, its part’.cipants and
their interrelationships (social, econamic, technical, etc.)
** knowledge of the variety of work settings and their organizational
structures
* mow:ndedge of the 1%«:8 o:g:u:;d within the various work settings
the serv fered
** know. dmmaft&umum.mm

and information
Enowledge of what work is dope
4% inovledge of the thesaurus development and control functions, the range
of services and offered (both actual and potential)
“*huledgad&b that are required to offer the sarvices and
*MW;o&gei:f the various resources that are necessary to support the
vities
**¢ knovledge of reference tools in ic subject areas
*** knovledge of methods and for thesaurus dsvelopment and

* know. of and hov it can be massured
* knlede .,,g_ﬁm and woeking oonditions (e.g., zange
of duties, pv oompensation, bmefits, etc.)

23
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Faowledge cf how to do work

*¢¢ inowledge of how to perfora the various activities
*** knowledge of how to use specific tools for thessurus dsvelopment and

*¢¢ knowiedge of how to apply the meihods and technigues of thesaurus
developmnt and control
** knowledge of proofreading teciniques and procedures
* knowledge of persomnel procedures
* knowledge of the contracting process, both in general and within the

organization

* knowledge of ewaluation methods and techniques to ewalste systems,
services and products

** knowledge of statistical description, analysis, .Interpretation and
presentation

* knovledge of available systems, services and products to support
thessurus developmant and control

* knowledge of the costs associated with rescurces (materials, persomnel,

space, etc,)

** knowledge of cost analysis and interpretation methods

** knowledge of methods of resource allocation

** knowledge of standards, meas\res and methcds for evaluating personnel

* knowleuge of alterrative management structures and their implications
for the operaticn of the section

*t gtate-of-the-art koowledgr: of resecrch and practice in thesaurus

developaent: and contyol
Knowledge of the organization and specifi~ work unit

*t¢ kncvledge of the mission,; goals and objactives of the organisation
* imowledge of the structure of the organimtion and the role of the
section within the
* knowledge of the various projects and key personnel within the
organization
** knowledge of the polic’ss and procedures relevent to section cperations
* knowledge of the various resources av {lable within the organization
(e.g., personnel, equipment, etc.)
*** knowledge of hcir the thessurus temms are used by indexers
* knowledge of the operations of other sections in the orgmnimstion and
how they relate to thesaurus development and ocontrol







THESAURUS DEVELOPMENT & CCATROL SENIOR LEVEL

Subject knovledge

** knraledge of the primary subject field of users served (e.g., medicine,
chenioiry, law, etc.)

** knowledge in greater dapth in specific subjects, (e.g., neurcanatomy,
nearophysiology, nerosurgery, etc.)

Information Science Knowledge (Generic)
* knowledge of definition, structure, and fommats of information
** knowledge of altemative approsches to information management
**t owledge of available and emerging information tecinologies and their
#* knowledge of completed and ongoing research in the field and its
to

spplicabdlity
L * knowledge of career
* knowledge of how to leamn on an angoing basis

« economic, technical, etc.)
** novledge of the variety of work settings and their
structures
** knowledge of the functions performed within the various work settings
and the services and products offered :
#* knowledge of the users of the services and products, their character-
istics and information habits |

Enowledge of what work is done

* knowledge of reference ools in specific sibject areas
#* inowledge of methods and techniques for thesaurus development and

ocontrol :
* knowledge of performance expected and how it can be measurod

46
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Enowledge of how to do work

* of how to perform the various activities

* knowledge of how to use specific tools for thesaurus development and

* inovledge of how to apply the methods and technigues of thesaurus
develoment and cntrol

* knowledge of evaluation methods and technigues to evaluate systems,

sexvices and products
* knowledge of statistical description, analysis, interpretation and
presentation

**knovle@eotmﬂahloqm services and products to support
thesaurvs development and control

* state-of-the-art knowledge of research and practice in thesaurus
development and control technigues

* knowledge of the mission, goals and cbjectives of the orgmnization

* knovledge of the structwre of the orgmiszation and the role of the
section within the orgmization

* knowledge of the varicus resources awvailable within the orgamization
(e.g., persomnel, equipemnt, etc,)

* knowledge of how the thesaurus terms are used by indemers
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL
Baaic Skillg
*4% literacy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability tos

* perform each activity

*¢ Jocate and use reference tools to provide subject support
in thesaurus and
bl the information needs of the thessurus user

:m '::Inm
hoied criteria for evalmation

*¢ sake effective, timely, and well-informed decisions
*¢ isolate and dafine problems and develop the necessary criteria and
action for their solution
** sanage time effectively
** conduct an interview
* conduct meetings with individuals and groups
* supervige staff
arbitrate and negotiate
*ntidpulmgwmﬂofﬂnm
* design systems and procedures to improve section operations
*awlymthodsofmurmtmdevalmtim
* budget and make projections
* optimize the use of organizational and section resources
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Skills Related to Specific Activities
Ability tos

*mymmlymmmmmmmm

* locate and use appropriate reference tools to provide subject support
mmmmmm

* perceive the information needs of the thesaurus user

t* establish rapport vith

.hﬂmtand projections
optimize the use of organizational and section resources

51
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THESAURUS DEVELOPMENT & CONIROL

Dispositional Attitudes
Attitudes Toward Institutions

* Respect for profession
* Regpect for the thessurus and control section
* Regpect for the parent

Attitudes Toward Other People
Toward Users

** Respect users

* Like people in general
Like to help people

** Sengitive to others' needs

Toward Others in the Workplace

* Raspect co-workers
Like to work with others/as a temm
* Like to work on own

** willingness to draw upon and share knowledge and experience with

* Supportive of co-workers
* Enjoy managing/supervising others

*& Alertness

*t+ Lsadership ability
** Neatness
** Need for achievement

9% Bojectivity
*e

* Optimiam/Positive attitude 53
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Individual should demonstrate:

“mlmhohkq/wwmity
*t¢ pillingness to take initiative
*t¢ yillingness to respond to authority, qplymdﬁonowpouq
* Realisation that there is no single "right” way to achieve the goals of
the section/organisation
*t¢ Degire to
* Willingness to fail
*¢ yillingness to ask guestions
* Degire to work to best of ability
** Regponsivensas to time constraints
% Accuracy
* Willingness to get hands diity
e to dstail
* Willingness to do clerical tasks
*t¢ Degire to follow-through
t¢ Service orientation
* Organizational identity
*¢ wWillingness to pramote parent organization and its services
* View of parent orqanization as part of a larger information enviromment
*t¢ Ahility to see broad picture
* Ability to sacrifice short-tem gains for long-tem goals
* Political sense
* Curiosity
Variety of interests
* Degire to grow personally
* Desire to grow professionally
st Degire to remain current in specific and general subject field
* Pogitive attitude toward job




VALIDNTED AS
LESS IN-
95




* Regpect users
Toward Others in the Workplace

* Like to work with others/as a temm
* #llingness to draw upon and share knowledge and experience with

* Enjoy managing/surervising others

Personal Oualitios

* Alertness

: Depndability

baind tiveness

e
Attitudes Related to Joh/Work/Organization
Individual should demonstrate:

:Dsiretolumkxy

Accuracy
* gervice orietation
:m&wmumﬁamgam@um.
Cariosity
** variety of interests
* Degire to grow persanally
** Desire to remain crrrant in specific and general subject £inld

56
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DNTABASE PRODUCER PROFESSIONAL COMPETENCIES
1NDEXING/ ABSTRACTING

57




ANDEXTNG/ABSTRACTING ENTRY LEVEL

1.
2,
3.

4.
5.
6.

7.

9.

10.

11,
12,

13.

Receive material to be indexed

Log in each piece as indexing begins

Review prelininary data (standard journal title abbreviation or other
title informatiorn, volume, iscue, pagiration, article/chapter title,
author (s) , author affiliaticn, other »ibliographic informat:on,
abstract) entered on the indexing form,/‘record for accuracy

Make corrections to preliminary data, if required

Tianglate titles, if required, and enter on the indexing form/record

Read/scan the item to be indexed and identify the main theme and
sub-themes

Enter check tag data on the indexing form/record, if applicable

Select the appropriate headings/heading-subheading combinations fram
the approved thesaurus

Enter the headings/heading-subheading ~ombinations on the indexing
form/record

Mark the subject temms under which the itam should be cited in the
printed index, if applicahle. Additional ummarked subject temms,
representing sub-themes in the item, will retrieve the cited item
online only

Prepare ahstracts or annotations, as required

Add camments/questions for the reviser on the indexing form/record, if
necessary

Flag pieces which may require additional processing for inclusion in
other indexes/databases

Other

14.
15.

16.

17.

Perform proofreading of printed index page proofs as requi_ed

Complete necessary forms to suggest changes/additions to the approved
thesaurus; forward forms to the reviser

Make recammendations to the section manager for improvement in the
operations of the section

Maintain a statistical record of work performed
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Other (cont'd)
18. Write memos, as required

19. Attend and participate in staff meetings

20, Provide an overview of the operations of the section t2 visitors, as
requested

21. Assist section manager in writing/updating the job description for
entry level indexers

22, Assist section manager in developing performance standards Zor entry
level indexers

23, Keep abreast of developments in the information field that affect
indexing and abstracting

24, Attefmd professional meetings and prepare reports for dissemination to
staf

25. Develop professional contacts both within and outside the section and
the parent organization

INDEXING/ABSTRACTING MID LEVEL

26. Index and abstract the more difficult materials and the selectively
indexed/abstracted materials

Quality and Production Control
27. Receive materials to be indaxed fram the acquisitions section

28. Review materials for presence of proper locator labels; may be bar
code/OCR labels to allw for tracking of materials in nrocess

29. Review indexing forms/records for accuracy of bibliographic data input
by acgquisitions staff

30, Forward materials foc desciiptive indexing to in-house/contrazt staff:

editorial staff mark article/chapter title, author(s), author
affiliation, and abstre~t
“wboarding staff input data
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INDEXING/ABSTRACTING MID LEVEL

Quality and Production Control (cont'd)

31, Keep a record (manual/automated) of the location of materials in
process

32. Review/spot check accuracy of editorial and keyboarding staff/
ocontractor

33. Forward materials to be distributed fo. indexing to the appropriate
senior indexer. Notify him/her of any problems which may affect the
volume of material to be indexed

34, Train and supervise technicians who proof the completed indexing
forms/records before they are released for publication processing

35. Run established search profiles and forward/release indexing data to
the designated organizational unit for publication/product processing
according to established schedules

36. Coordinate the proofreading of page proofs by section staff

37. u::ft statements of work for request-for-proposals for contract ™ata
entry

38. Evaluate contractors' pioposals
39. Act as project officer for contract services for data entry

Other

40. Review periovdically the contents of the online dictionary, if
applicable, Delete tems, as required

41. Work with a senior indexer (reviser) on a one-to-one basis to leam
revision procedures and to develp the necessary skills

42, Participate in in-house cammittees which require specific subject
and/or language expertise

43. Perform special studies, as assigned
44, Work to develop "esprit de corps* among staff supervised

45. Assist section manager in writing job descriptions for self and for
staff supervised

46. Assist section manager in developing performance standards for self and
for staff supervised
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INDEXING/ABSTRACTING MID LEVEL

Other (cont'd)

47. Assist section manager in the review and performance evaluation of
staff supervised

48, Assist section manager in the selec:ion of new tecniciz.s

49, Prepare manuals of procedures for in-house technicians and for data
entry contractors

INDEXING/ABSTRACTING SENIOR LEVEL

50. Function as a technical expert/reviser in the section

51. Distribute work to indexers according to priority and language and/or
subject expertise

52. Revise/review the work of all in-house/contract indexers

53. Respond to questions posed by rcvisees

54. Supervise the forwarding of all processed materials to the proper
organizational unit for storage or disposal

55. Docum.nt performance of revisees

56. Prepare and conduct formal training/update classes for all in-house/
contract indexers

Selection

57. Formulate a draft policy statement and guidelines for the selection of
materials to be indexed/abstracted (fully or selectively) for inclusion
in the master index database

58. Review citations/issues received fram organizational staff and from
publishers for possible inclusion in the indexing database; recommend
titles fcr inclusion

59. Work with the section manager to coordinate the annual review by senior
organizational staff and/or advisory groups of the list of journals,
monographic series, report series, etc. currently indexed

61
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ACTIVITIES
INDEXING/ABSTRACTING SENIOR T.EVEL
Other
60. Keep abreast of bibliographic standards for indexing and abstracting;

6l.

62.

63.

64.

65.

66.

68.

69.

70.

71.

incorporate these standards into section procedures

Work with the section manager to determine/revise the processing
priority assigned to each title indexed

Prepare introductory material to be included in each issue of *he
printed index and in cumulations

Together with the indexing quality and production control supervisor,
work with data processing staff (if appropriate) and publications
management staff to establish procedures and resolve problems related
to the publication/release of the indexes/databases on a regular basis

Work with senior staff of the thesaurus development and control section
and data processing staff (if applicalle) to develop procedures for
reqular maintenance of subject headings in the indexing database which
have been changed in or deleted fram the thesaurus database

Develop and maintain appropriate search profiles to retrieve subsets of
the master indexing database for processing for distribution as
separate publications/databases

Recammend new products which may be developed fraom the master indexing
database

Work with senior staff of the acquisitions section to establish
procedures and resolve problems related to the timely receipt of
materials for indexing, input of bibliographic data on the indexing
form/record by acquisitions staff, and the regular production of lists
of titles indexed for inclusion in the printed index

Review indexing staff suggestions for changes/additions to the approved
thesaurus; confer with section manager an? other senior level indexers,

as appropriate
Act as liaison between the indexing section and the thesaurus control

section on all questions relate¢ to use/modification of the approved
thesaurus

Prepare/update manuals of indexing and abstracting policies and
procedures for in-house/contract indexers

Maintain an up-tc date collection of reference works to support the
respective subject reference needs of the indexers
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INDEXING/ABSTRACTING SENIOR LEVEL

Other fcont'd)

72. Work with the section manager to establish and/or revise standards of
performance for all levels of indexers

73. Flowchart and document all section procedures

74. Assist section manager in on-going systems analysis of the section

75. Assess performance of existing equipment and/or systems (manual or
automated) used in the section and investigate capabilities of other
equipment/systems

76. Recommend acquisition of new/additional equipment/systems

77. Train staff in operation and in-house maintenance of equipment/systems

78. Supervise in-house operation and maintenance of equipment/systems

79. Assist in the selection of new professional staff

80. Write articles for professional publications when appropriate

81. Analyze statistics for all operations in the section and prepare draft
statistical reports

82, Assist the section manager in preparing the annual budget fcr section
operations

83. Function as section manager in his/her absence
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INDEXING/ABSTRACTING ENTRY LEVEL

Basic knowledge
*** knowledge related to literacy, mmeracy, commmications, etc.

Subject knovledge

*** imovledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knowledge in greater depth in specific subjects, (e.g.. neuroanatamy,
neurophysiology, neurosurgery, etc.)
** knowledge of foreign languages

Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information
knowledge of altemative approaches to the organization of information
* knovledge of altemative approaches to retrieval of information
** knowledge of altemative approaches to information management
** knowledge of available and emerging information tecimologies and their
* applica:éms ed in in the fie di
knowledge campleted and ongoing research field and 1its
applicability to prac ‘ice
** knowledge of how to leam on an cngoing basis

Knowledge about information work environments

** knowledge of the expanding information cammunity, its participants and
their interrelationshipe (social, econamic, technical, etc.)

** knowledge of the variety of work settings and their organizational
structures

** knowledge of the functions performed within the various work settings
and the services and products offered

** knowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work ig done

*** knovledge of the indexing and abstracting fimctions, the range of
services and products offered (both actmal and potential)

** knowledge of the activities that are required to offer the services and
produce the products

* knowledge of the various resources that are necessary to support the
activities

*5¢ knowledge of indexing tools

*ot knowledge of indexing and abstracting methods and techniques

mmwﬁmmmduuumum

*4t movledge of job ties and working conditions (e.g., range
of duties, probable compensation, banefits, etc.)
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INDEXING/ABSTRACTING ENTRY LEVEL

Enowledge of how to do work

* knowledge of the mission, goals and objectives of the organization
** knowledge of the structure of the organization and the role of the
section within the organization
*** knowledge of the various projects and key personnel within the
organization
*** knowledge of the policies and procedures relevant to the section

operations
* xnowledge of the various resources available within the organization

(e.g., personnel, eguipment, etc.)
* knowledye of the users' information needs and requirements

INDEXING/ABSTRACTING MID LEVEL

*:gretu@tbdmmm
kmvledgeoftlnm other sections in the organization and

how they relate to indexing/abstracting
*** knowledge of the omtracting process, both in gereral and within the
organization

** knowledge of evaluation methods and technigues to evaluate systems,
services and products

*2¢ knowledge of gquality and production control techniques and procedures
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INDEXING/ABSTRACTING SENIOR LEVEL

**%* greater depths of knowledge specified above

** knowledge of public relations t

** knowledge of statistical description, analysis, interpretation and
presentation

nowledge of available vendor-spplied systems, services and products
to indexing/abstracting

support
*lnxleapc:b:h)emmdﬂ:m (materials, personnel,
space, .
* knowledge of cost analysis and interpretation methods
knowledge of methods of resource allocation
** knowlr ge of standards, measures and msthods for evaluating persomnel
* knowledge of altemative management structures and their implications
ror the operation of the section
*% gtate-of-the-art knovledge of research and practice in indexing and
abstracting techniques







INDEXTNG/ABSTRACTING ENTRY LEVEL

Subject. kncvledge

** knovledge of the primary subject field of users served (e.g., medicine,
chemnistcy, law, etc.)

**1 knovledge in aeater dspth in specific subjects, (e.g., neurcamatamy,
neurcply~iology, neurosurgery, etc.)

* knowledge of foreign languages

Information Science "1owledge (Generic)

::mi.g.gffm ':dmugnf-tmctm ion
ve arproaches
t** knoyledge of alternative approaches to retriewal of information
* knowledgs £ altemmative approaches to infommation senagement
+t* knovledge of available and emerging information technologies and their

appliceations
u«** knovledge of completed and congoing research in the field =nd its
to

mmﬁamwua
** knovledge of hox to leam on an angohg basis

products offered
“'hmle@edﬂumudtbmmmm.mm
istics a4 information habits

Inowledge of what work is done
nmmmammmumm,mmoﬁ
mmmmw and potential)
*mmaguuvm-u W@c&uﬂnmuﬂ
% kr-wl of the wvarious resources that are necessary to support the




INDEXING/ABSTFACTING ENTRY IEVEL

* knowledge of the mission, goals and cbjectiies of the organisation

* knowledge of the structure of the organimtion and the role of the
section within the organisation

* knovledge of the various projects and ke personnel within the

organimtion
* knowledge of the policies and procedures relevarit to the ssction
* knovledge of the various rescurces available within the organization

(e.5., persomnel, equipment, etc.)
*¢ knowledge of the users' informction needs and requirements

INDEXING/ARSTRACTING MID LEVEL

* greater depths of knowledge specified il vve

** knowleoge of the cperations of other sectims in the organization and
how they relate to /ndexing/abstracting

** knowledge of the comtracting process, both in gmmeral and within the

organimtion

* knowledge of evaluation methods and techmiques to ewaluate systems:
aservices and products

** knowledge of quality and production control teciniques and procedures




-

INDEXING/ABSTRACTING SENIOR LEVEL

:g:tl:u h::ths of knowledge specified above
. har]:?; of statistical description, analysis, interpretation and

** knowledge of awvailable vendor-supplied systems, sexvices and products

“o spport indexing/abstracting
-mimammwnummms.m.
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INDEXING/ABSTRACTING ENTRY LEVEL

Basic Skills
t44 ]literacy, nmeracy, cognitive; analytical, coomnications, etc.

Skills Related to Specific Activities
Ability tos

* perfora gach activity
4% apply ludexing and abstracting rules oomsistently
bl the information needs of the data user
* establish rapport with colleagues
** coommicate well by written, verbal and non-verbal mesns
** collect, analyze and interpret data
*** make decisions and reconmendations based on available information
** york independently and in groups
*4% perform sedentary work
develop criteria for evaluation
** make effective, timely, and well-informed decisions

** isolate and define problems and develop the necessary criteria and

action for their solution
*+* panage time effectively

INDEXING/ABSTRACTING MID LEVEL

Skills Related to Facn Specific Activity
4% gkills listed above are developed to a greater extent
Ability to:
conduct an interview
* conduct meetings with individuals and groups

mpervise staff
arbitrate and negotiate
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INDEXTNG/ABSTRACTING SENIOR LEVEL

*4% gkills listed above are developed to a greater extent
Ability to:

* anticipate long-range needs of the section

* design systems and procedures to improve section operations
** apply wethods of measurement and evaluation

* budget and make projections

** gptimize the use of organiaational and section resources
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INDEXING/ABSTRACTING ENTRY LEVEL

INDEXING/ABSTRACTING MID LEVEL

* gkills 1. ted above are developed to a greater extent

* conduct meetings with individmls and groups
* supervise staff
* arbitrate and negotiate

INDEXING/ABSTRACTING SENIOR LEVEL

* Skills listed above are developed to a greater extent
Ability to:

¢ anticipate long-range needs of the section
t degign systems and procedures to improve section operations
- and make projections

¢ optimize the use of organizational and section resources
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Dispogit.onal Attitudes
Attitudes Toward Institutions

* Respect for profession
* Respect for the section
* Respect for the parent organization

Attitudes Toward Other Pecple
Tovard Users

*&* Reagpect users

*%* Like people in general
#4+ Like to help people

* Sensitive to others' needs

Toward Others in ine Workplace
**% Respect co-workers
** fike to work with others/as a team

% Like to work on om
* willingness to draw uypon and share knowledge and experience with

* Supportive of co-workers

Personal Oaalities

*&% Alertness
* Agsgertiveness

** Compassion/Kindness
* Confidence

*** Need for achievement
*** Objectivity




Open-aindsiress
** Optimiam/Positive attitude
* Organization

*¢ patience
Physical endurance
*4+ Resourceful

*** Sengitive/Thoughtful
**% Senge of humor

*¢ Senge of ethics
** Tolerance

Attitudes Related to Job/Mork/Organizaticn
Individual should demonstrate:

*¢ willingness to take/accept responsibility
t to take initiative

*&+ yillingness to to anthority, apply and follow policy

** Realization that hnodngle'ri#y'nyhoadnmetbmaf
the section/organiszation

*&* Depire to

*** willingness to ask

** Degire to work to best of ability
+** Rasponsiveness to time constraints
*&% Accuracy
*&+ Mtention to dstail
** Willingness to do clerical tasks
** Degire to follow-through
* Service orientation
** Orgaivi~ational identity
* Willingness to pramote parent organization and its services
* View of parent organization as part of a larger information envirorment
* Ability to see broad picture
%% Ability to sacrifice short-temm gzins for long-tem goals
** Curiosity
* Variety of interests
** Degire to grow personally
* Desire to grow professionally
¢ Degire to remain current in specific and general subject field
** pogitive attitude toward job







* Regpect co-workers
*& Like to work on oun

*¢ yillingness to draw upon and share knovledge and experience with

* Supportive of co-workers

Personal oualities
*& Alertness

* Compassion/Kindness
*& Confidence
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Individual should demonstrate:

** Willingness to take/accept responsibility
** Willingness to take initiative
*** Willingness to respond to authority, apuly ar< follow policy
* Realization that there is no single "right® w.. to achieve the goals of

* Desite w%mimim

** Organizational identity
*** View of parent organization as part of a larger infomation envirament
** Ability to see broad picture
** Desire to grow professionally
*** Degire to remin current in gpecific and general subject field
* positive attitude toward job
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DATABASE PROLCER PROFESSIONAL (OMPETENCIES
PUELICATIONS AND PO\, AR
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Planning

1.

2.

3.

4.

5.

6.

7.

9.

Work with senior staff of various sections to identify regular publica-
tions (in hardoopy or microform) and special data products (computer
tapes for distribution to database distributors, special reports and
listings, reprints, data supplied to special subject jnterest groups
for publication of bibliographies, etc.) which may be develop 1 fram
the master indexing, thesaurus, and acquisitions databases or whi... may
be prepared by organization staff

Contract for/conduct market surveys to identify the potential need,
demand for, and respcise to the various planned publ ications/producte

Recanmend modifications to planned publications, products based on
analyses of market survey results

Work with the section manager, staff of the respective sections, and
data processing staff to prepare the production plane and requirements
for each new publication/product. Provide special assistance by
helping them visualize the publications/products and minimizing
production costs in planning

Following approval/modification of new publication/product plans by
senior management, work with the appropriate senicr staff to develop
procedures and establish schedules for the productio of each

publ ication/product

Estimste the cost which must be char2d for ozch publication/product in
order to cover costs and rake a profit, if applicable

Work with represer.2:ives of dutabusze distributors ard other
organizations to arrange preliminary details related to thc use of and
reimbursement for the supplied data

Draft documentation required to support the production and distribu' ion
of each approved publication/product

work with appropriate organizational staff to negotiate and monitor

ount.racts and other agreements in support of producticn and distribu-
tion of publications/products

84
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Iatabase Coordination

10.

1.

12.

13.

14,

15.

16.

17.

18.

1c

Keep abreast of industry-wide standards for online databases

Work with senior data processing staff and staff of the respective
sections to ensure that established standards are maintained in online
filer Jevelcped by the organization

Work with senior staff in the respective sections and data processinc
staff to develop methods for testing the technical integrity of each
database prior to .2leasve of tapes for publication processing cor for
distribution to database distributors

Work with appropriate staff in the respective sectins to ensure that
the content date in eech database is ready for release on schedule and
fulfills quality and quantity reguirements

nork with data processing staff, representatives of database
distributors and phctocamposition/videccamposition contractors to
ensure that the data is released in formats compatible with the
receivers' systems

OCoordinate in-house preparation of documentation and training programs
for representatives of database distributors; provide them with an
overview of the content and potential uses of the data contained in
each database

Ooordinate staff review of database documentatior. creatod by database
distributors for their clients

Ooordinate the sending of computer tapes to the datubase distributors
on schedule

Supervise the maintenance of documentation files for each database
released to database distributors

Maintain a statistical record of the use of each mtabase by database
distributors' clients

. Maintain a financial record of the royalty/usage charges received fram

database distributors




PUBLICATIONS AND PRODUCT MANAGEST ... SENIOR LEVEL

Publications Coordination

21. Work with in-house staff and contractors to ensure that all deadlines
are met in the prodiction schedule for each publication

22. Coordinate operations related to the processing of illustrations for
publications:

make/obtain half-tone photos and/or line cuts

crop photos as reguired and mark their locations on galleys
write captions

choose type

paste up boards

ensure return of negatives fram publisher and file

return artwork obtained on loan

23. Provié: guidance, as needed, to senior staff of the respective soctions
in dieveliopnmt of objective, user-orientsd introducto <y materials for
publication

24, Send qalleys of introductory materials for typesetting

25, Ooordinate the proofreading of the introductory materials by senior
staff in the respective sections

26. Obtuan computer tapes of the content data for each publication and send
to the appropriate source for computerized photocomposition/

videocomposition
27. Receive the positive or negative camera-ieady copy

28, Werk with senior staff of the respective sections to coordinate the
proofing of the camera-ready content data

29, Des.gn or contract for the desian of the covers for each publicaticn

30. Establish a color rotation cycle for the covers of successive year's
issves/cumulations

31. Obtain/assign publication numbers for each publicaticn, as required
(e.g., volune and issue numbers, in-house document nunbers, publisher's
series numbers)

32. Obtain an ISSN for each title published as a sasrial

33. Obt::l.n Cataloging-in-Publication (CIP) data for each publication/
series
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Publications Cocrdination (cont'd)

4.
35.

36.

7.

38.

39.

40.

41.

42.

Apply for copyright for each publication, if appropriate

Send the complete package of camera-ready copy to the printer with
specifications for the size of the publication, the cover color(s), the
type of binding, the type of paper, the number of copies (for in-house
use and shiprent to the distributing agent), etc.

For dat. to be published by special subject interest groups, send the
camera-ready conten: data to the respective organizations for

publication processing

For microform publications, send camputer-output-microfilm (COM) and
introductory copy to the appropriate contractor for the creation of the
masters and production of copies. Specify the number c¢f copies for
in-house nse and for shipment t< the distributing agen:

For special or occasional publications, provide guidance, as needed, to
gsenior staff of the respective sections regarding writing the
introducto.y material, so that the publication will not be outdated too
quickly by use of time-linked wording

For approved reprint publications, send negatives, if available, to the
reprint publisher; ensure that all negatives are returned

Keep track of costs related to production of each publication; note
cost trends

Notify the respective gections of the costs associated with production
of each of the publications

Supervise the maintenance of files related to production of each
publication

Marketing

43.

44,

45.

46.

Prepare advertising brochures for each publication; coordinate review
by appropriate in-house staff prior to publication proccessing

Rejuest/purchase ma ling lists from appropriate sources to reach the
target audience tor each publication

Coordinate mailing of samples of new publications to the eiitors of
journals and reference guides in the appropriate subject fields

Work with a graphics designer to prepare copy for paid advertisements

54
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PUSL1CATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Maxketing (cont'd)

47.
48.

49.

50.

Purchase advertising space in appropriate journzls

Plan and staff exhibits of publicaticns/prodv:ts at profeasional
meetings and conferences

Ooordinate the preparation of a list of pubiications/products produced;
publish the list as a separate or include the 1list (full or partial) in
each title published

Contact known users of each publicatia,product to get feedbvack on ways
the publication/product may be irproved

Other

s2.

53.

54.

35.

57.
58.
59.

61.
62.

Assist users, as requested, in resolving problems which they may
encounter in obtaining/using the publications/products

Attend ~rofessional meetings in the information field and in
publications and product manageament; prepare reports for dissemination
to staff

Keep abreast of developments in the information field that affect
publications and product management

Develop contacts with cother professionals in publications and product
managemenit

Perform speciel studies, as asaigned

FPorward suggestions for materials to be inciuded in the indexing
database to the desimated senior indexer

Gunduct business by phone, when appropriate
Write memos and letters, as required
Mzintain a record of work performed

Make recomnend=i.ions to the section manager for improvement in
operation of the section

Attend and participate in staff meetings
Provide us over’iew of the operations of the section to visitors, as
requested
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Skher (cont'd)

63.
64.
65.

66.

68.
69.
70.

71.
72,
73.

74.
75.
76.

78.

79.

Train and supervise support staff, as required
Work to develop "esprit de corps" among co-workers and staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised

Assist section manager in developing performance standards for self and
for staff supervised

Assess performance of existing equipment/systems used in the section
and investigate capabilities of other eguipment/systems

Recammend acquisition of new/additional equipment/systems
Train section staff in operation and maintenance of equipment/systems

Draft statements of work for contract prnposals for services, systems,
equipment and/or maintenance

Bvaluate contractor's propesals
Writ. articles for professional journals/newsletters

Draft statements of sectiin procedures and polici : Araft revisions as
required

Flowchart and document section procedures
Prepare manuals of procedures
Assist suction manager in on-going systems analysis of the section

Analyze statictics for all operations in the sect'or ard prepare draft
statistical reports

Asgist section manager in preparing the annual budget for srction
operations

Rnction as section manager in his/her absence
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COMPETENCIES VALIDNTED AS
ESSENI'L'_, VERSUS DESIRABLE
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PUBLICATION/#RODUCT MANAGEMENT SENIOR LEVEL

Basic knowledge
*** knowledge related tc literacy, nmeracy, >ammications, etc.

Subject knowledge

** knowledge of the primary subject field of users served (e.g., medicin-,
chemistry, law, etc.)
* knowledge of foreign languages

Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knowledge of altermative approuches to the organisation of information
* knowledge of altermative approaches to retrieval of information

* knowledge of altemmative approaches to information msnagement
*mammmmmum

appiications
* knowleige of completed and ongoing research in the field and its appli-
cability to practice
* knowledge of career opportunities
** knowledge of how to leam on an angoing basis

*lnmledgaottheqmdlminﬁomthc-n:lty, its participants and
(social, economic, technical, et~.)
* knowledge of the variety of work settings and their organizational

structures
* knowledge of the functioms within the various work settings
and the sexvices and offered

%t knowledge of the publications and product sanagement functions. the
range of sexvices and products offered (both actual and potential)

*** mowledge of the activities that are reguired to offer the services and
produce the products

** movledge of the varicus resources that are necessary to support the

*** knowledge of methods and tecimigues for publicetions and product

** knowledge of pecformance and how it can be measuced

* knowledge of job and working oonditions (e.g., range
of &uties, probable compensation, banafits, etc.)
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PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL
Enowledge of how to do work
*** fnowledge of how to perform the various activities (e.g., conduct

market sux:‘eys, plan new publications/produ:ts, coordinate
publicatione/products,

uanageeent
* knowledge of proofreading technigques and procedures
* knuwaiedge of personnel procedures
* knowledge of the contracting process, both in gmneral and within the

* knowledge of evalmation methods and techniques to evalmate systems,

:mm&mummmum
*tmnleajeotptﬂlcmhtmw
knowledge of statistical description, analysis, interpretation and

presentation

- pﬁlm:f.immdp:om 4 .

menagenent

* knowledge of the costs associated with resources (materials, persomnel,
space, etc.'

*mlm&mmmmmwm

* knowledge of mathods of resource allocntion

* knowledge of standards, measures and methods for evaluating personnel

** knowledge of altermative management structures and their implications
for the operation of the section

* st’de-of-the-art knowledge of research and practice in publications and
product management techniques

Enovledge of the organi-ation aad specific work unit

*** knowledge of the mission, goals and objectives of the organization

*+* knowledge of the structure of the orgmnization and the role of the
section vithin the oroanization

** knowledge of the various projects and key personnel within the

** knowledge of the policies and procednres relevant to section operations
** knowledge of the various resources available within the organisation

(e.g., persone*, eguipment, e-c.)
“Ml@&&q&“&&iummmmm-ﬂ

how they relate to publications and product msnagement
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PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL

Subject knowledge
* knowledge of foreign languages

Information Science Knowledge (Generic)

** knowledge of definition, structure, and formats of information

** inowledge of altemative apprmachzs to the organization of in/omation
** knowledge of altermative approeches to retrieval of inforsation

** knowledge of altemative approaches to information ssnagement

*** knowledge of available and emerging information technologies and their

applications

** knowledge of completed and ongoing research in the field and its appli-
cability to practice

* knowledge of career opportinities

Knowledge about jinformation work eyironments

** knowledge of the expending information commmity, ifsp.'ticip-msmd
their interrelationships (social, economic, tecinical, etc.)

‘lmovledgeofthemietyofmkuttingsﬁi:hei:orgmint
structures

* kinowledge of the functions performed within the various work settings
«nd the services and products offered

** knowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

*hmledgeofmm product management functions, the

range of and products offered (both actual and potential)

* knowledge of the activities that are required to uffer the services and
produce the products

* knowledge of the various revurces tiat are necessary to support the

%

* knowledge of methods and techniques for publications and product
management




PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL

Enowledge of how to do work

* knowledge of how to perform the various activities (e.g., conduct
market suz:qu, plan new publications/products, coordinate

etc.)
*mmageofhutoapplyuhemhwofmmum

management
**hwnlerbecfthemmeungm,bathingumlmdﬂthintbe

organization
** knoviedge of evaluation methods and techniques to evaluate systems,
sexvices and products
* knowledge of quality and production control technigues and procedures
* knowledge of public relations
* knowledge of statistical description, analysis, interpretation and

presentation

** knowledge of available systems, services and products to support
publications and product sanagement

*hmledgecttbe)mmﬂthm (materials, persomnel,

space, etc.

*lmouledgeotcostmlylisuﬂlntaptmm

* knowledge of methode of resource allocation

** knowledge of altemutive menmagement structures and their implications
for the operation of the section

* gtate-of-the-art knowledye of research and practice in publications and
product management technigues

Enowledge of the organization and gpecific work unit

* knowledge of the mission, goals and objectives of the organization

*lnmle@eofﬂlesttwwreoftbeomintimmdtheroleoftbe
section within the

* knowledge of the various ptojects and key personnel within the

organization







SKI11S
PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL
Basic Skills
*** ]iteracy, numeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

**% perform each activity
*** egtablish rapportc with colleagues °
*** conmmicate well by written, verbal and non-verbal means
** collect, analyze and interpret data
*** snke decisions and recommendations based on availahle information
**%* york independently and in groups
**perform sedentary work
criteria for evaluation
*** pake effective, timely, and well-informed decisions
** jsolate and define problems and develop the necessary criteria and
action for their solution

*** conduct meetings with individmls and groups

bkl staff

** arbitrate and

**mtic.lpatelmg— nesds of the section and of information users
mmummwmmmmwm
+ apply methods of measurement and evaluation

* budget and make projections

#** optimize the use of organizational and scction resources
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PUBLICATTON/PRODUCT MANAGEMENT SENIOR LEVEL

Ability tos

* perform ench activity

* establish rapport with colicegues

* conmmnicate well by written, verbal and non-verbal means

* collect, analyze and interpret data

:mmmwm«.mnmemm
work independentl groups

* make effective, y, and well-informed decisions

* isolate and define problems and develop the necessary criteria and

action for their solution

* manage time effectively

* conduct meelings with individmls and groups

* gupervise staff

* arbitrate and negotiate

** anticipate long-range needs of the section and of information weers

* design systems and procedures to improve sertion operationg/products

* apply methods of measurement and evaluation

* budget and make projections

* optimize the use of organizational and sectin resources

62
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COMPETENCIES VALIDATED AS
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Regpect publications and product management section
Respect organization

** Regpect users
* Like people in general
* Like to help people

** Like to meet people

*%* Like to make others feel camfortable
* Sengitive to others' needs

Toward Others in the Workplace

* Respect co-workers
** Like to work with others/as a tesm
* Like to work an omn

** yillingness to draw upon and share knowledge and experience with
others

* Supportive of co-workers
* Enjoy msnaging/supervising others

Personal Qualities
** Alertness

* Agpertiveness
** Cogpassion/Kindness

63




Attitudes Related to Job/Work/Organization

Individual should demonstrate:

¢+ willingness to take/accept responsibility

*** willingess to take initiative

*+* willingness to respond to av‘hority, apply and follow policy

** Pealization that there is no single "right” way to achieve the gua’s of

the section/
*** Dasire to

Orgmizmational identity
** willingness to pramote parent crgmnisation and its serxvices
** View of parent crganimtion as part of a larger information envirament
*** Ability to see broad picture

** Ability to sacrifice short-term gains for long-tem goals
#¢% politicel sense

* Curiosity

Variety of interests

* Desire to grow personally

* Desire to grow professionally

*% Desire to remain current in specific and general subject field
t¢* pogitive attitude toward job
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PUBLICATION/PRODUCT MANAGEMENT

Dispoeitional Attitudes
Attitudes Toward Institutions

* Resipect for the publications and product menagement section
* Regpect for the parext orcanization

* co-workers

* Like to work with others/as a teem

* Like to work on own

** willingness to draw upon and share knowledge and experience with
others

* Supportive of cu-workers
* Enjoy managing/supervising others

©
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PUBLICATION/PRODUCT MANAGEMENT

Attitudes Related to Job/Hork/Organization
Individual should demcnstrate:

wWillingness
* Willingness to respond to anthority, apply and follow policy
* Realization thet there is no single "right® way to achieve the goals of
the section/(
** Degire to

Organizational
. to and its services
.lum:?u— mmomig:m
** Ability to see broad

* Ability to sacrifice short-tsm gains for long-temm goals
:g:itialme

* Yariety of interests

* Positive attitude toward job
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